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Bgen AND FINATCE PROCE'DIBES #12
Momiay! 29 Decenber 1958

03830 - 0850 Registration ang Introduction

FIRST wWemyk

0900 - 0930 i L the Comptrolier
Of the 0 g 3, Branch, Finance Division

0s4o .. 1000 Finaneial Responsibilities Of Clags B Stations
Difference between Clngg "A" ang Class "gn Stations

1010 « 1300 Budgets, Allotmentg > Cost Controrg
110 - 1200 Prineipies of Budgeting
1300 - 1500 Ipe Budgetary Requiremens;g s Field ang Beadquarters

lSiO - 1700 Personnay Payments . Types; Fielg Salary Allotments,

Duty Status g - Stafp - Contract . WAE
25X1A ﬂ

Tuesday, 30 December 1958
Mﬁ._m

0830 - 0930 Field Funding Procedure - Concept o7 Advanceg

0940 . 1030 Financig) Fhageg op Fielg Projects
'.nistre.tive Flans ang Fiscal Annexeg

1040 - 1209 Intreduction to Foreign Travel Regulations

1300 1700 Foreign Travey . Proctice Problem apg Discussion

Wednesday, 31 December 1958
' 0830 - 1330 Foreign Travel Practice Problem apg Critigue
1230 . 1430 Foreign Travel - TEST 25X1C
Lo . 1530 : Govermnent‘Quarters Overseas .
"Return~All" Methog . Provision
P:cepa:-:&tion of Se‘btlement Sheet 25X1A

1540 - 1700 Introduction 0 Class "pm Accounting ~ Study op Handbook

Thursday! 1 Jamary 1959
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FIRST WEEK (Cont'd)

Friday, 2 Jamary 1959

0830 - 1700 Type II Field Property Supply Procedures
Discussion, sample problem, practice problem

SECORD WEEK

Monday, 5 January 1959

0830 - 1700 Type II Field Property Supply Procedures,
Practice Problem and TEST

Tuesday, 6 January 1959

0330 - i000 Fivancisl Famgemens P
1010 - 17C0 Class B Station Accounting Fractice Trovlem
We@nesday, 7 January 1959

0830 - 1700 Class B Accounting Practice Problem

Thursday, 8 January 1959

0830 - 1700 Class B Station Accounting Practice Problem

Friday, 9 January 1959

0830 - 0900 Class B Station Accounting Practice Review
0910 Class B Station Accounting TEST

1110 - 1200 General Objective TEST

1300 - 1330 Critique of Field Property Supply TEST
1340 - 1410 Critique of Travel TEST

1420 - 1520 Critique cf Station Accounting TEST arnd General

19
Cbjective TEST 25X1A

1530 - 1620 The Audit Staff - [N

1630 - 1700 Final Course Administration

NOTE: Unless otherwise excused for valid reasoms by their Area Divisions,
all Students are expected to report Monday morning 12 January to

25x1A [, Rocm 1:9, NENEEESEEEN, for an introduction to the Chief,
Finance Division and briefing by appropriate branches of the Finance
Division. 25X1A

-2 .
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BUDGET AND FINANCE PROCEDURES df'/

Monday, 2 February 1959
0830 -- 0850 Registration and Introduction

090C - 0930 Organizetion of the Office of the Comptroller
Functions of the O & L Branch, Finance Division

0940 = 1100 Financisl Management Program
1110 - 1230 DDP Budgetery Requirements, Field and Headquarters
1330 - 153D Principles of Budgeting
25X1A
1550 = 1700

Personnel Payments - Types; Field Selary Allotments,
Duty Status Report - Staff - Contract - WAL .

Tuesday, 3 February 1959
0830 = 0930 Field Funding Procedure ~ Concept of Advances

0940 - 1030 Financial Phases of Field Projects
’ Administrative Plans and Fiscal Annexes

1040 = 1200 Introduction to Foreign Travel Regulations

1300 - 1700 Foreign Travel - Practice Problem and Discussion

Hednseday, 4 February 1959

0830 - 1130 Foreign Travel Practice Problem and Critique

1230 - 0 F ). = TE
30 = 143 oreign Travel - TEST 05X1C

1440 - 1600 Government Quarters Overseas -
WReturn-A11" Method - PFrovisicns of
Preparation of Settlement Sheet 25X1A

1610 - 1700 Introduction to Class "B Accounting - Study of Handbook

B&F#13
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Thwrsday, 5 February 1959 FIRST WEEK (Conitd}

0830 -~ 0930 Financial Responsibilities of Class B Stations
Difference between Class "A" and (lass "B Stations

0940 = 1130 Controls: Allotment, Cost, Cash

1230 = 1700 Clags B Station Accounting Practice Problem

Friday, 6 Febiusry 1959

0830 - 1700 Cless B Station Accouniing Practice Problem
SECOND WEIK

Yonday, 9 February 1959
0830 ~ 1700 Class B Accounting Practice Prohlem

Tuesday, 10 Febrvary 1959

0830 = 1700 Cless B Accounting Practice Problem & Review for Test

Yednesday, 11 February 1959

0830 - 1130 Cless B Accounting TEST
1230 = 1700 Type IT Pield Property Supply Procedures

Turgday, 12 Februery 1959

0830 - 1700 Type 11 FMeld Property Supply Procedures and TEST

Friday, 13 February 1959

0830 - 0920 Genersl Objective TEST

6930 = 1090 Critique of Travel TEST

1000 - 1100 The sudit statr -

1100 - 1130 Course Administration

1230 - 1300 Critique of Field Property Supply TEST

1300 - 1700 Introduc’t.\ion to the Chief, Finance Mvision,
and Firance Division Certl fying Officers

25X1A

-2«
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BUDGET AND FINANGE PROCEDURES #1/,
o e FIRST WERK

Monday, 6 April 1959
0830 ~ 0850 Registration and Introduction
0300 - 0930 Introduction by the Comptroller

0940 - 1000 Functions of Comptroller and Finance Division

1010 - 1130 Financial Management Program

1230 - 1330 DDP. Budgetary Requirements, Field and Headquarters

1340 - 1530 Principles of Budgeting
25X1A

wo-o -

1610 - 1700 Personnel Payments - Types; Field Salery Allotments,
Duty Status Report - Staff - Contract - WAR

" Tuesday, 7 April 1959
0830 - 0930 Field Funding Procedure - Concept of Advances

0940 - 1030 Financial Phages of Field Projects
Admini strative Plang and Fiscal Annexes

1040 - 1200
1300 - 1700

Introduction to Foreign Travel Regulations

Foreign Travel - Practice Problen and Discusgion

Hedngeday, 8 Aoril 1959

0830 - 1130 Foreign Travel Practice Problem and Critique

1230 - 1430 Foreign Travel - 7EST 25X1C

1440 = 1600 Government Quarters Overseas «»_
"Return~Al1" Method - Provisions o I -

Preparation of Settlement Sheet *  ,oyqa

Accounting - Study of IHandbook

1610 ~ 1700 Introduction to Class ngw

B&FLL,
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0830 - 0930 Financial Responsibilities of Class B Stations
Difference between Class "A" and Clags npn Stations

0940 ~ 1130 Controls: Allotment, Cost, Cash
1230 ~ 1700 Class B Station Accounting Practice Problem

Friday, 10 April 1959

0830 - 1700 Class B Station Accounting Practice Problem
SECOND WEEX

Monday, 13 Apri1 1950

0830 - 1700 Class B Station Accounting Practice Problem

Zuesday, 1k Apri) 1959

0830 ~ 1700 Class B Station Accounting Practice Problem and
Review for Test :

Hédnesday, 15 April 1959
0830 - 1130 Class B Station Accounting TEST
1230 - 1700 Type IT Field Property Supply Procedures

Thursday, 16 April 1959

0830 - 1700 Type IT Field Property Supply Procedures and TEST

Friday, 17 April 1959

0830 ~ 0920 General Objective TEST
0930 ~ 1000 Critique of Travel TEST

25X1A
1010 - 1100 The Audit Staff — _

1100 - 1130 Course Administration

1230 ~ 1300 Critique of Field Property Supply TEsT

1300 - 1700 Introduction to the Chief, Finance Division,
and Finance Division Certifying Officers

-2
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0830 - 0850
0900 - 0930
0940 - 1000
1010 - 1130
1230 - 1330
1340 - 1530
1540 - 1600
1610 - 1700

Registration amd Introduction

Introduction by the Comptroller

Punctions of Camptroller and Fivance Division
Financial Management Program

DDP Budgetary Requirements, Field and Hesdquarters
g(:%iphs of Budgeting

Personnel Payments - Types; Field Salary Allotments,
thl;yStatusRaporb‘-S‘bai’f - Contract - WAE

Tuesday, 16 June 1959

0830 - 0930
0940 - 1030

1040 . 1200
1300 - 1700

Field Punding Procedure - Concept of Advances

Financial Phases of Field Projects
Adminigtrative Plans apd Fiseal Annexss

Intreduction to Foreign Travel Regalations
Foreign Travel - Practice Problem and Discussion

¥ednesday, 17 June 1959

0830 - 1130
1230 - 1430
ko - 1600

1610 - 1700

Poreign Travel Practice Problem and Critique
Foreign Travel - TEST

Govermuent Quarters Overseas -

"Return-A11" Method - Provisions of
Preparation of Settlement Shest

Introduction to Class "B" Accounting - Study of Hand

BAP#15
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4 (Fmsr) WEEK (Cont'd)

Thursday, 18 June 1959

0830 - 0930  Financial Responsibilities of Class B Statione
Difference between Clagss "A" and Class "B" Staticns

25X1A

0940 - 1130  Comtrols: Allotment, Cost, Cash
1230 - 1700 Clags B Station Accounting Practice Problem

¥riday, 12 Jupe 1222
0830 - 1700 Class B Station Accounting Practice Problem

SECOND ERK
¥onday, 22 June 1959
0830 - 1700  Class B Station Accounting Practice Problem

Tuesday, 23 June 1959

0830 - 1700 Class B Station Accounting Practice Problem and
Review for Test

Wednesday, 24 June 1959
0830 - 1130 Class B Staticn Accounting TEST

1230 - 1700 Type II Field Property Supply Procedures

Thursday, 25 Juoe 1959
0830 - 1700  Type II Field Property Supply Procadures and TEST

Friday, 26 June 1959
0830 - 0920 General Cbjective TEST

0930 - 1000 Critique of Trawvel TEST
25X1A

1010 - 1100 The Auait Starr -

1100 - 1130 Course Administrestion
1230 - 1300 Critique of Field Property Supply TEST

1300 - 1700 Introduction to the Chief, Finance Division,
and Finence Division Certifying Officers
-2~ BAFF15
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i BUDGET AND FINANCE PROCEDURES 25X1A
N Mondsy. 3 mumugt 1959 FIRST WEEK

0830 - 0850 Reglstration and Introduction
0900 - 0930  Introduction by the Comptroller
00 - 1000  Functions of Comptroller and Finance Diviston
4010 - 13130 Financial Masnagement Program '
230 - 1330  DDP Budgetary Requirements, Fleld & Hesdquarters
1340 - 1530 Principles of Budgeting
150200
1610 - 1700 Personnel Payments - Types

Tueedey, k Angust 1959

0830 - 0930  Field Funding Procedure - Concept of Advances

0940 - 1030 Pinancigl Phases of Field Projects
Adwinistrative Flens and Fiscal Annexes

100 « 1200 Introduction to Forelgn Travel Regulations
1300 - 1700  Foreign Travel - Practice Problem & Discussion

Wedneoday, 5 Avgust 1959
0830 - 1130 Foreign Travel Practice Problem & Critique
1230 = 1430 Forsign Travel ~ TEST 25X1C

1540 = 1600 Govarmment Qusrters Overseas -
25X1Q s PReturn-Al11" Method = ons of
25X 1Al = Preparation of Settlement Sheet

1610 - 1700  Introduction to Class "B% Accounting - Study of
Handbook

'B:g‘g% &_hugust 1959

0830 = 0930 Finsncisl Responaibilities of Class B Stations
Difference between Class MA" and Class "B" Stations

0940 - 1130 Controls: Allotment, Cost, Cash
1230 - 1700 Type II Field Property Supply Procedurss

Priday, T August 1959
0830 < 1700  Type II Field Property Supply Procedures and
TEST

S-BL-R-E-T
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SECOND WEFK

Monday, 10 August 1
0830 - 1700  Class B Statlon Accounting Practice Problem
11 hugust 1
0830 - 1700  Class B Station Accounting Practice Problem

e 12 1
0830 = 1700 = Class B Station Accounting Practice Problem

Trursday, 13 August 1959

083C -~ 1700  Class B Station Accounting Practice Problem and
TEST

Fridsy, 14 August 1959
0830 = 0920 © General Objective TEST

0930 = 1000  Critique of Travel TEST

1010 - 1100 The Audit Staff -k
1100 - 1130 Course Administration

1230 = 1300 Critique of Field Property Supply TEST

1300 = 1700 Introduction to the Cnief, Finance Division
and Pinence Division Certifying Officers

-2
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BUDGET AND FINANCE PROCEDURES A7

Monday 28 September 1959

0830 - 0850
0900 - 0950

1000 - 1130
1230 - 1430
140 - 1530
1540 - 1600

1610 ~ 1700

Reglstration and Introduction
Financial Responsibilities of Glass B
Stations; Difference between Class A and
Class B Stations
Flnancial Me.nagement(Progrem
Controls: Allotment, Cash, Cost
Principles of Budgeting

25X1A

Introduction to Class B Accounting Handbook

Tuesday 29 September 1959

0830 ~ 0930
0940 - 1030

25X1A

1040 - 1130

1230 - 1700

Personnel Payments - Types

Government Quarters Oversiasl Pﬁiins of

Financial Phases of Field .Projects,
Admini strative Plans and Fiscal Annexes

Introduction to Foreign Travel Regulations
and Practice Prcblem

Wednesday 30 September 1959

0830 - 1700

Foreign Travel ~ Practice, Critiqus, TEST

Thursday 1 October 1959

0830 - 0920
0930 - 1050
1100 ~ 1200
1300 - 1500
1510 - 1760

Functions of the Comptroller and Finance Div.
Field Punding Procedures -Concept of Advances
Agent and Case Officer Accounting

DDP Budget Requirements -~ Field and HQ
Introduction to Class B Accounting

Priday 2 October 1959

0830 - 1700

Class B Accounting Problem
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BUDGET AND FINancE FROCEDURES 17
Hongg 5' October 1959

0830 - 1700 Clags Accomiting Problem

Tue&z- 6 _October 1959

0830 ~ 1700 Class 3 Accounting Problen
edne October 1 A

0830 ~ 1230 Class B Accounting Problem, Critiqye
and TEST. - :

1330 - 1700 gy 17 Fleld Property supmy 'Pmeedm-es,
Practice

Thurgéz_ 8 October 1959

0830 ~ 1700 Type IT Fielq Property suppy Procedures,
Practice, Review, Trsp

Fz'igz 2 October 1959

0830 - 0920 General Objective TEST

0930 ~ 0950 Critique of Travel Tmgp
1000 ~ 1300 The Punction of the Audit Stare
1110 - 1130

Critique of Accounting IEST

1230 - 1300 Critique of Field Property Supply Procedures,
TEST

1310 - 1330 Courge Adndni st prats on
1340 < 1700

Introduction to the Chief, Pinance Div,
and Finance Divigion Ce!'tifying Officers




\

0830 - 0850
0900 - 0940

0945 - 1050
13100 - 1130
1230 = 1320
1330 - 1430
1440 - 1530
1540 -~ 1700

0830 - 1700

0830 - 1700

0830 - 1230
1330 = 1420
1430 -~ 1500
1510 = 1700

0830 = L7220
0930 - 0950
0950 = 1010
1015 - 1100
1110 - 1200
1300 = 1700

G

BUDGET AND FINANCE PROCEDURES #18

Monday, 16 November 1959

Registration and Introduction

Financial Responsjbilities of Class B Stations;
Difference between Class A & Class B Stations
Financlal Management Program

Controls: Allotment, Cosit, Cash

Controls: Allotment, Cost, Cash

Functions of the Audit Staff

Budget Procedures at a Class B Station
Personnel Payments, Allowances & Quarters

Tuesday, 17 November 1959

Type II Field Property Procedures and
TEST

Hednesday, 18 November 1959

Foredgn Travel

Thursday, 19 November 1959

Foreign Travel Review and TEST

Field Funding Procedures - Concept of Advances
Advances - Agent and Case Officer Accounting
Principles of Budgeting - Field and Head-

Guarters

Friday, 20 November 1959

Functions of the Comptroller
Critique of Field Property Test
Critique of Foreign Travel Test
Financial Phases of Field Projects
Study - Class B Accounting Handbook
Introduction to Class 3 Accounting




ety T T .

| . ‘ 17+ ClA P - A000100711QO(7)72-67 o
oved For Release 2000/08/17 : Q'ﬁfRDJs 03930A00010
- Appro r release 200N -

BUDGET AuD FInan
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SECOND WEEK
I-iondgx, 23 Novembey 1959

0830 - 1700

25X1A

Class B Accounting Practice

Tuesdgz, 2, November 1959

0830 - 1700 Class B Accounting Practice

Wednesdgz, 25 Novembor 1959

0830 - 1100 Class B Accountin Practice gng Revi

1200 -~ 1330 Class B Accounting TEST -
1440 < 1530 Objective TmSY

1540 ~ 1430 Critique of Accounting and Objective Tests
1630 < 1900 inal Courge Admini stration

(NOTE: Students wily be intro

duced to Chier, Finance Division gt 0900 hours,
30 November 1959, )
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